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16. DISPOSITION FOR BECORDS PRESCRIBED IN THIS EARDBOCK

Bisposition fﬁr recaords prescribed in this Rendbook has been approved
as follows:

B

b.

@,

£,

h.

Property Control Register (Form 1329}

But off at the ezzé of ?abram:y each year; retain three years and
destroy. ‘

Materisl Record Cand (Form 1331)

Destroy aagplete}.y ﬁ}laa or discontinued cards threeo yeurs aﬁ;er
last entry.

Cut off at the enﬁ of Fe‘bmaxy each year; retain three years and
destraoy.

%ﬁ,}g - {Recorda and receipts for property on loan to individ-
or activities.)

Pestroy thrze years after material is returned end posted to
record card.

ExXpen operty Documents - (Papers concerning receipt or use
f ex;e:t‘laibe or non-accountable property. )

May be deatroyed following receipt of property.

HEegquisition ¥ile - (Coples of requisitions submitted to the Office
ogistics or other sources of supply.)

fut off completed requisitions at the end of each Fiscal Year;
destroy one year thersafter.

Motor Yehicle Files - (Documenting receipt, use, assigmment and
&ieposition of each vehiele.)

Degtroy three years after disposal of wvehicle. (Official records
sre malntained at Headquarters.)

Files - {Copies of reguisitions, purchase orders
: *act [ds end other papers documenting the procuremcnt
of supplies ar services through private or open market sources
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under delegation of authority from Hesdquarters. )

Destroy after completion besed on the following total monstary
velues per purchase order or conbract:

Up to $2,500- ~ - - ~ b years
,500 to $24,999 - ~ T years
5,000 up ~ = - - - 11 years

wal by Sale ~ (Any papers documenting disposal by sale
h are not & part of Headquarters files.)

Follow inetruciions in h. above.
Ipventory and Eeémi,};iatim Tapes and Recorde

Cut off at the end of Pebruary each year; retain three years and

Destroy three years after making annmual report.
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